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1 PA3PABOTAH Bcepoccuiicknm
Hay4YHO-uccrnenoBaTenbCKUM WHCTUTYTOM
AOKYMEHTOBeAEHUS n apPXMBHOIO aena

(BHAMOAL)

2 BHECEH TexHuyeckum KOMWTETOM MO
ctaHgaptmsauun TK 191 "HaydHo-TexHunyeckas
WHpopmaums, OmbnuoTedHoe ” wmsgaTenbCcKoe
aeno, yrnpaeneHue gokymeHTamn"

3 YTBEP>XXOEH V1 BBEOEH B OEVWCTBUE
Mpunkasom depepanbHoro areHTcTBa no
TEXHWYECKOMY perynMpoBaHuUio U METPONOrnn oT
26 uioHsa 2025 . N 622-cT

4 BBAMEH N'OCT P 7.0.97-2016

MpaBuna NPUMEHEHMNS HacTosLLero
cTaHgapTa  yCTaHOBIIEHbI B cTatbe 26
depepanbHoro 3akoHa ot 29 umoHa 2015 r. N
162-®3 "O craHgapTu3auum B Poccuiickon
depepaunn”. MHdopmaums o6 M3MEHEHUAX K
HacTosLweMy cTaHgapTy nyonukyeTcs B
exerogHom (No cocTosHM Ha 1  gHBaps
Tekywero roga) WHOPMaLUMOHHOM YKasaTene
"HaumoHanbHble cTaHgapTbl”, a oduumnanbHbIN
TEKCT U3MEHEHUA W MOMPAaBOK - B €XEeMECAYHOM
WHGOPMaLMOHHOM YyKasaTtene “"HauuoHanbHble
ctaHgapTol". B cnydae nepecmoTtpa (3ameHbl)
nnm OTMEHbI HacTosLLero cTaHgapTa



COOTBETCTBYIOLLEE yBeaoMIieHme oypet
onyb6nmMkoBaHo B onwxanwem BbIMycKe
€XEeMeCA4YHOro MHMOPMALMOHHOIO  yKasaTens
"HauunoHanbHble ctaHgapThl". CooTBeTCTBYOLLANA

MHcbopMaums, yBeoMIeHne " TEKCThI
pasMellaloTcs  Takke B MHGOPMaLMOHHOM
cucteme  obwlero  nomb3oBaHWsA - Ha

odmumanbHom canTte PenepanbHOro areHTCTBa
MO TEXHUYECKOMY PEryriMpoBaHuMIO U METPONorumn
B ceTn VIHTepHeT (www.rst.gov.ru)

1 O6nactb npuMeHeHus

Hactosiwmin ctaHgapT pacnpocTpaHsieTcs

Ha opraHmnsaunoHHO-pacnopAagnTesnbHbIe
OOKYMEeHTbl: yCTaBbl, MNOJIOXEHUA, npasuna,
MHCTPYKUWUHN, pernamMmeHThl, NOCTaHOBJIEHNA,

pacnopsikeHns, Npukasbl, peLleHns, NPOTOKOIbI,
[I0rOBOPbI, aKTbl, MMCbMa, CpaBkK K Ap. (oanee -
[OKYMEHTbI), B TOM 4ucre BKNo4YeHHble B OK
011-93, knacc 0200000.

Hactoawwmin ctaHgapT onpegensieT cocTas
PEeKBU3NTOB [IOKYMEHTOB, npasuna nx
0(PbOpPMINEeHNs, B TOM 4UCMEe C MNPUMEHEHMEM
NHOPMALIMOHHBIX TEXHOMOruiA; Buabl GNaHKoB,

cocTaB PEKBU3NTOB BnaHKoB, cXembl
pacrnonoXeHUss  PEKBU3UTOB Ha  [OOKYMEHTE;
o6pasubl BnaHKoB; npasuna co3faHus

[AOKyYMeHTOB. MNMonoXeHns HacToswero cTaHgapTa
PacnpoCTPaHSIIOTCA Ha AOKYMEHTbI HA GyMaXXHOM



1 3NEKTPOHHOM HOCUTENSIX.
2 HopMaTUBHbIe CCbINKK

B HacTosiwem crtaHaa pTe wuncnosib3oBaHbl
HOpMaTUBHbIE CCbIITKN Ha cneagywuimne
OOKYMEHTbI:

roCT P 51511 Mevatn C
Bocnpou3ssegeHveMm [ocygapctBeHHoro repba
Poccunckon depepaumn. dopma, pasmepbl ©
TexHuyeckme TpeboBaHus

ICCT P WCO 15489-1 Cucrema
CTaHAapToB No WHdopmaumm, BUbnnoTe4Homy u
n3gaTenbckoMy aeny. NHdbopmauus "
OOKyMeHTauums. YnpaBneHne  OOKYMEHTaMMu.
YacTtb 1. MNoHATUA 1 npuHUMNbI

OK 011-93 (OKy[L) O6wepoccumnckun
KnaccudukaTop ynpaBreHYecKon JOKYMeHTaumnm

MpumevaHne - Mpu nonb30BaHUN
HacTOALWUM cTaHgapTom uenecoobpasHo
npoBepuTb AEWCTBUE CCbINOYHbIX CTaHOapTOB
(knaccudmkaTopoB) B MHOOPMALIMOHHOWN CUCTEME
obLero nonb3oBaHNg - Ha ouuManbHOM canTe
denepanbHOro areHTCTBa MO  TEXHUYECKOMY
perynupoBaHuio U meTpornorum B cetu VHTepHeT
unu NO  exerogHoMmy  WH(OpPMaLMOHHOMY
yKasaTento "HaymoHanbHble cTaHgapTbl”,



KOTOpbI onyGriMkoBaH MO COCTOAHMIO Ha 1
siHBaps  TeKkywero roga, M Mo  BblNyckam
€XEeMeCA4YHOro MHMOPMALMOHHOIO  yKasaTens
"HaumoHanbHble cTaHgapTbl" 3a TeKywuh rog.
Ecnn 3aMeHeH CCbIOYHbIA  OOKYMEHT, Ha
KOTOpblA gaHa HegaTUpoBaHHas cCcCbifika, TO
pekomMeHOyeTcs  MUCNOoNb30BaTb  OENCTBYHOLLYHO
BEPCUIO 3TOr0 [JOKyMEHTa C Y4YeTOM BCeX
BHECEHHbIX B [aHHYI0 BEpCcuo uamMeHeHuin. Ecnn
3aMEeHEeH CCbITOYHbIA OOKYMEHT, Ha KOTOpbIi
JaHa JaTupoBaHHasA CChbifika, TO pekoMeHayeTcs
ncrnonb3oBaTb BEPCUID ITOMO  AOKYMEHTa C
yKa3aHHbIM BblLLE rogom yTBEPXKOEHUSA
(NpuHATKSA). Ecnn nocne yTBEPXKOEHUSA
HacTosALWEro craHgapTa B CCbINTIOYHbIA AOKYMEHT,
Ha KOTOpbIN [fgaHa AaTupoBaHHasi CCbifika,
BHECEHO U3MEHeHMe, 3aTparmBaioLlee
NoNIOXXEHME, Ha KOTOPOE [faHa CCbifka, TO 3TO
NoNOXXEHWE peKoMeHOyeTcs MpuUMeHATb 6e3
yyeTa [OaHHOro Mu3MeHeHunsa. Ecnn  cCbinoydHbIn
OOKYMEHT OTMEHEH 6e3 3aMeHbl, TO MOonoXeHue,
B KOTOPOM [aHa CCblfika Ha Hero, pekomeHayeTcs
NPUMEHATb B YacTW, He 3aTparnBarollen Ty
CCbINKY.

3 O6wwme TpeboOBaHUA K cCO34AHUIO
OOKYMEHTOB

3.1 [oKyMeHTbl MOryT cO34aBaTbCA Ha
OyMaXKHOM HOcuTene U B 3NEeKTPOHHOW hopme C
cobnogeHem YCTaHOBIEHHbIX npaswusn



ocopMneHns  OOKyMeHToB. [ns  co3faHust
[OKYMEHTOB moryT MCNonb30BaThCs
3NEeKTPOHHble WabnoHbl 6GnaHKoB AOKYMEHTOB W
3NEKTPOHHbIE LaBMOHbI JOKYMEHTOB.

3.2 Mpu co3gaHuM OOKYMeHTa Ha ABYX U
Gonee cTpaHuuax BTOpPYyK W nocneayowme
CTpaHuubl  HymepylT. Homepa  cTpaHuy
NPOCTaBNSAIOTCA NocepeavHe BepPXHEro nons
AOKYMeHTa Ha pacctosiHum 10 MM OT BepXHEero
Kpas nucTa.

Honyckaetca cosgaHue [OOKYMEHTOB Ha
nuueBon 1 o6OpOTHOM cTopoHax nucta. [lpwu
OBYCTOPOHHEM CO34aHWM [AOKYMEHTOB LUMPUHA
NneBOro MOMs Ha InUUEBOW CTOPOHe nucTa M
npaesoro nond Ha o6GOPOTHOM CTOpPOHE nucTa
OOIMKHbI ObITb pPaBHbI.

3.3 TlapHutypa 1 pasmepbl LWpPUPTa,
NCNonb3yemMoro opraHusauuven,
yCTaHaBMMBAKTCA B  HOPMATMBHbIX  aKTax
opraHusaumu.

Ona ochopmneHus OOKYMEHTOB
pekomeHayeTcs Mcnonb3oBaTb pasmepbl
wpudpTtos N 12, 13, 14.

Mpn  cocrtaBneHun Tabnmuy w©  npu
ocopmneHun peksuauntoB 08 n 25 (cm. pasgen 4)
AonyckaeTcsl MCNosb3oBaTh LIPUTbI MEHbLLMX



pa3mepoB.

3.4 AG3auHbI OTCTYN TeKCcTa AOKYMEHTa -
1,25 cm.

3aronoBku pasdenoB U noapasgerios
neyatawTcs € ab3auHbiM  OTCTYMOM WK
LUeHTpupytoTca 6e3 abG3auHoro oTcTyna no
LUMPUHE TEKCTA.

MHOFOCTpO‘-IHbIe PEKBU3NTbI NedvaTarTCcA
yepes oauH Me)KCTpOHHbII;I MHTEpBas, CoCtaBHble
4acCTn PEeKBU3NTOB OTAENAKTCA AONONTHUTENbHbIM
MHTEPBAJIOM.

Ctpokun MHOTOCTPOYHbIX PEKBMN3NTOB
BblpaBHMBAIOTCA MO NEBOMY Kpakw 3aHMMaeMown
UMM 30HbI WM  LIEHTPUPYHOTCS OTHOCUTESbHO
camMoun OfIMHHOW CTPOKM.

TekcT gokymeHTa nevartaetcs yepe3 1 - 1,5
MEXCTPOYHbIX MHTEepBana.

Ecnu OOKYMEHT roToBUTCA AON1A n3gaHua C
YMEHbLUEHNEM MacwrTaba, TekCT nevyartaeTcs
Yyepes ABa nHTepsana.

MHTepBan wmexagy OykBamu B croeax -
OObIYHbIN.

NHTepBan mexay croBamu - oauH npoben.



3.5 TekcT OOKyMeHTa BblpaBHMBaETCS MO
lWMpUHe nucta (No rpaHuLaM feBoro M NpaBoro
nonemn JOKyMeHTa).

OnnHa camon ONWUHHOM CTPOKM pekBu3uTa
npy yYrnoBOM pPacriofioXXeHUM pPeKBU3UTOB - He
bornee 8 cm.

OnnHa camon ONWUHHOW CTPOKM pekBu3uTa
npv NPOLONbHOM PacrnonoXeHNn PeKBU3UTOB - HE
bornee 12 cm.

3.6 JlokanbHbIMM HOPMaTUBHLIMK aKTaMu
MOXET ObiTb  MPedyCMOTPEHO  BblaeneHue
OTAEeNbHbIX PEeKBM3UTOB OnaHka, a Takke
¢hparMeHTOB TeKCTa NONYXXUPHbLIM LUPUEDTOM.

3.7 MHorocTpaHuyHble OOKYMEHTbl MOryT
ohopMNATLCA C TUTYSIbHBIM FINCTOM. TUTYRbHbIN
NUCT AOKyMeHTa odhopMrsieTcs B COOTBETCTBUM C
npunoxexHvem A.

4 PeKBU3UTbI OKyMeHTa

Mpu NoaroToBKe 7] ochopmneHnm
OOKYMEHTOB UCMNONb3YIOT CneaytoLne pekBusmnTbI:

1 - rep6 (lFocyoapcTBeHHbIn  repb
Poccurickon depgepauuu, rep6 cybbekTa
Poccunckon depepaumnmn, repb (repanbgnyeckunia



3HaK) MyHMUMNaneHoro obpasoBaHus);
2 - amMbnewma;
3 - TOBapHbLIN 3HaK (3HaK 06CNyXMBaHMSA);
4 - ko PopMbl JOKYMEHTA;
5 - HaumeHoBaHMe opraHmsauuu;

6 - HanMeHoBaHWe CTPYKTYPHOrO
noapasfeneHns;

7 - HaMeHoBaHWMe OOMKHOCTH;

8 - cnpaBoYHble AaHHble 06 opraHu3auuu;
9 - HaMMeHoBaHWe BNAA JOKYMEHTA;

10 - gaTa AOKYMEHTa;

11 - perncTpaumoHHbIA HOMEP AOKYMEHTA;

12 - cCbifika Ha perucTpauuoHHbIN HoMep U
AaTy NOCTYNMUBLLErO JOKYMEHTa;

13 - wMecTo cocTaBneHuss (M3gaHus)
AOKYMEHTa;
14 - rpud (nometka) o6 orpaHU4eHUU

[A0CTyNa K AOKYMEHTY;



15 - agpecar;

16 - rpud yTBEPXKAEHNSA OOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TeKCT AOKYMEHTa;

19 - oTMETKa O NPUIOXKEHUN;

20 - rpud cornacoBaHWsi AOKYMEHTA;

21 - BM3a;

22 - noanuce;

23 - oTMeTKa 06 SNEKTPOHHOM NOANnCY;
24 - nevaTb;

25 - oTmMeTKa 00 ncnonHuTtene;

26 - OTMETKa O 3aBEPEHNN KOMUMU;

27 - oTMEeTKa O NOCTYMNEHUN OOKYMEHTA;
28 - pesonoums;

29 - oTMEeTKa O KOHTPOJE;



30 - oTMeTKka O HanpaBreHuM AOKYMeHTa B
eno;

31 - wrpmux-koa (QR-ko4) OKYMeHTa.
5 OcpopmneHne peKBU3IUTOB AOKYMEHTOB

5.1 lepb (FCocymapcTBEHHBIN rep6
Poccurickon degepauuu, rep6 cybbekTa
Poccunckon depepaumnmn, repb (repanbgnyeckuia
3HaK) MYHULMNANbHOrO obpasoBaHus)
BOCnpou3BoanTCca Ha OnaHkax [OOKYMEHTOB B
COOTBETCTBMM C [1], 3aKOHOZATENBbHBIMU U UHBIMU
HOPMaTMBHbIMX MPaBOBbLIMW akTaMu CyObEKTOB
Poccunckon ®degepaunm 1M MyHULMNANBHBIMA
NpaBOBLIMU aKTaMW.

N3obpaxeHne repba ([locygapcTBeHHOro
repba Poccurickon degepauumn, repba cybbekTa

Poccurickon depnepauun, repba
(repanbanyeckoro 3Haka) MYHMLMNANbHOIO
obpasoBaHus) nomMetlaeTcs nocepeavHe

BEpXHero nons  GnaHka [OKyMeHTa  Haj
peKBM3UTAMM  OpraHuMsauuMM  [OKYMEeHTa  Ha
paccTosiHum 10 MM OT BEpXHEro kpasi nucra.

3anpeu.|,aeTcs=| OogHOBpEeMeEHHOEe
pa3melleHne Ha ©6naHke OOKyMeHTa:

- TocymapctBeHHoro repba Poccuiickon



depepauun 1 repba cybbekta Poccunckon
depepauuy;

- TocymapctBeHHoro repba Poccuiickon
depepaunn  [repba cybbekta  Poccunckon
depepaunn, repba (repanbguyeckoro 3Haka)
MyHMLMNanbHOro obpasoBaHnsg] u  3aMGnembl
opraHusaumm.

52 Ombnema opraHmsaumm,
pa3paboTaHHas " yTBEpXXOeHHas B
YCTaAHOBMEHHOM  MOpsigke, pasMelaeTcs B
COOTBETCTBMM C HOPMAaTMBHbIMW MPaBOBbLIMU
akTamyn Ha GnaHkax OOKyMeHTOB: degepanbHbIX
opraHoB rocyaapCTBeHHOM BlacTu (3a
WCKNIOYEHMEM CryyYaeB, npeaycMaTpuBaoLwmx
ncnonb3oBaHne n3obpaxeHus FocyaapcTBEHHOro
repba Poccurickon degepauumn, repba cybbekTa
Poccurickon depnepauun, repba
(repanbanyeckoro 3Haka) MYHMLMNANBHOIO
obpasoBaHus), TeppuTopuanbHbIX opraHoB
denepanbHbIX opraHoB rocyaapCTBeHHOM
BMnacTu, rocygapCTBEHHbIX U HErOCY4apCTBEHHbIX
opraHusaumi. N3o0paxeHune amMbnemsl
nomeLLaeTcs nocepeanHe BepxHero nons 6naHka
OOKYMEHTa Haj peKBM3MTaMM OpraHusauum, Ha
paccTosiHu 10 MM OT BEPXHErO kpasi nucTa.

Ha pokymeHTax, v3gaBaemMblx OBYMS WIu
HECKONMbKUMW  opraHusauusMu,  gornyckaeTcs
pasmelleHne amMbnem Bcex opraHm3aLuii.



5.3 ToBapHbIn 3HaK (3HaK obcnyxuBaHus),
3aperncTpmpoBaHHbIN B YyCTaHOBMEHHOM
3aKOHOOATENbCTBOM MOPSiAKE, BOCMPOU3BOAUTCS
Ha OnaHkax opraHusauun B COOTBETCTBUMN C
ycTaBoM  (nonoxeHmem 06  opraHusauun).
N3o6paxeHne TOBapHOro 3Haka (3Haka
obcnyxmBaHus) nomMeLlaeTcs nocepegunHe
BEpxHero nomns  ©OnaHka  OOKymMeHTa  Haj
PEeKBM3UTaMM OpraHuM3auuy Unu crieBa Ha ypoBHe
HaMMeHOBaHWs  opraHu3aummM  (gonyckaeTcs
3axBaTbiBaTb 4YacCTb N1IEBOro Nons).

Ha pgokymeHTax, m3gaBaemblx OBYMSA Wn
HECKONMbKMMK  OpraHuM3aumsiMm,  gonyckaetcs
pasmeLleHne TOBAPHbIX 3HaKoB BCex
opraHusaumin.

Hapsgy c ToBapHbiM 3HAakoM  (3HaKOM
obcnyxueaHns) Ha GrnaHkax OOKYMEHTOB MOXET
yKa3blBaTbCH KOMMep4eckoe o603HaveHne
IOPUAMYECKOrO nnua.

5.4 Kog opmbl foKymMeHTa nNpoctaBnaeTcs
Ha YHUUUUPOBAHHLIX OPMax [OOKYMEHTOB B
cootBetcTBUM ¢ OK 011-93 wnu nokanbHbIM
KnaccudukaTopom, pacrnonaraeTtcs B MNpaBoM
BepxHeM yrny pabodero nons [OOKYMEHTa,
coctouT M3 cnos "dopma no" (HauMeHoBaHMe
Knaccudukatopa) n umdpoBoro koga.



Mpumep



®opma no OKY[] 0211151




5.5 HaumeHoBaHMe opraHmM3aumm Ha GnaHke
OOKyMeHTa JOIMKHO COOTBETCTBOBATb
HaMMeHOBaHWI0 HOPUANYECKOTO nvua,
3aKpensieHHoOMY B ero yuypeanTenbHbIX
OOKyMeHTax (yctaBe wunu nonoxenun). [loa
HaMMEHOBaHMEM  oOpraHusauum B  cKobkax
yKa3sblBaeTcsl COKpalleHHoe HanMeHoBaHue
opraHusaumm, ecnm OHO NPeayCMOTPEHO YCTaBOM
(nonoxeHunem).

Hag HavMeHoBaHVEM opraHmsaumm
yKkasblBaeTCa  MOMHOE  MNU  COKpalleHHoe
HavMeHOBaHWe BbILLECTOSILLEN opraHn3auun (npu
ee Hanmuun).

Ha pgokymeHTax, m3gaBaemblx OBYMSA Wn
HECKONMbKMMU OpraHvM3aumsimn, B 3arofioBOYHOW
YyacTM MpPOCTaBNATCA HaMMEHOBaHWS  BCEX
opraHusaumin.

5.6 HanmeHoBaHue CTPYKTYPHOro
nogpasgeneHvss (8 Tom uucne  punuana,
oTaeneHus, npeacTaBuTENbCTBA,

KonnervanbHOro, COBeLLUaTeNbHOro MM  MHOTo
opraHa) wucnonb3yetcs B OnaHkax nuceMm w
GnaHkax  KOHKPETHbIX  BWOOB  [OKYMEHTOB
COOTBETCTBYIOLUMX MoApasaeneHnin (opraHoB) B
COOTBETCTBUM C JlOKamnbHbIMW  HOPMAaTUBHbLIMM
akTaMu UM ykasblBaeTcs MNog HauMeHOBaHWEM
opraHusaumu.



57 HavnmeHoBaHue JOMKHOCTM
ncrnonb3yetca B OnaHkax AOSMKHOCTHBLIX Nnl ©
pacnonaraetcs noa HanMeHOoBaHUEM
opraHuMsauMm wnn HanmeHoBaHMEM CyObekTa
Poccunckon  depepaumm  (kpasi, obnactw,
aBTOHOMHOM obnactu u gp.), ecnu OOKYMEHT
n3gaeT pykoBoauTENb opraHa Bnactn cybbekTa
Poccuinckon depgepauun, MYHULMNANbHOIo
obpaszoBaHus. HanmeHoBaHune JOIMKHOCTH
yKa3blBaeTCsl B COOTBETCTBUN C HAMMEHOBaHUEM,
NnpuBEAEHHbIM B pacnopsgMTeribHOM LOKYMEHTe
0 Ha3Ha4YeHMn Ha JOIMKHOCTb.

5.8 CnpaBo4Hble gaHHble 06 opraHusauuu
yKasblBaloTCsl B OnaHkax MUMCEM W BKIOYALOT:
NMOYTOBbLIN agpec opraHmsaumm, HoMeEp
TenedgoHa, akca, agpec 9NeKTPOHHOW MOYThl,
agpec caunta B ceTu "UHTepHeT".

B coctaB cnpaBOYHbIX  AaHHbIX, 3a
NCKNYeHnem OnaHKOB [OOKYMEHTOB OpraHoB
rocy4apCTBEHHOW BMacTW, OPraHoB MECTHOrO
camoynpaBfeHus, BKIOYAKOTCA: KO OpraHn3aumm
no O6Lwepoccumnckomy KnaccudgukaTopy
npegnpuatnin n opraHnsaunn (OKMO), ocHoBHOWM
rocy4apCTBEHHbIA  PErNCTPALMUOHHBIA  HOMEpP
opranmsaumm (OFPH) ©n wngeHTUdUKaLUMOHHbIN
Homep HanoronnaTenbLlumka/kog NPUYMHBI
NoCcTaHoOBKM Ha HanoroBbin yyeT (MHH/KIM).



5.9 HaumeHoBaHve Buga AOKYMEHTa
yKkasblBaeTCcs  Ha  BceX [OKyMeHTax, 3a
NCKITIOYEHMEM AeNOBbIX (CNYXeOHbIX) nucem,
pacrnonaraeTcs nog peKkBu3nTamm COCTaBUTENS
OOKYMeHTa  (HaMmeHOBaHMEeM  opraHusauumu,
HaMMeHOBaHWEM CTPYKTYPHOro noapasgeneHus,
HanMeHOBaHWEM A0SMKHOCTU) (CM. pUCyHOK B.6).

5.10 [laTa goKyMeHTa COOTBETCTBYeT aare
nognucaHusa (yTBepXaeHus) AoKyMeHTa Unu gate
cobbITVSA, 3aUKCUPOBAHHOTO B  [OOKYMEHTE.
[OKyMeHTbl, u3daHHble [OByMA unu Gonee
opraHuM3auMaMn, OOMKHbI UMETb OAHY (EAMHYI0)
AaTy, COOTBETCTBYIOLIYO AaTe MNoAnucaHus
[OKYMeHTa nocneaHnM OOMKHOCTHBIM FTIULIOM.

Oaty AOKyMeHTa 3anucbiBaloT B
nocnegoBaTenbHOCTU: AeHb Mecaua, Mecsl, rog
OOHMM U3 ABYX CMOCOBOB:

apabckumu  umdpamu,  pasgeneHHbIMM
Toykon: 05.06.2024;

CnoBecHo-UMdpoBbIM crniocobom: 05 uioHs
2024 .

5.11 PernctpaumoHHbI HOMEpP OOKYMEHTA -
umcposom mnm OyKBEHHO-LIMPpOBOM
noeHTndmkaTop OOKYMEHTa, COCTOAWMN U3
NopsiAKOBOro Homepa [AOKYMEHTa, KOTOpbIK, MO



YCMOTPEHUIO OpraHn3aummn, MOXeT OOMNONHSATHCS
UM poBbLIMU nnm OyKBEHHbIMU kogamm
(UHaEekcamMn) B COOTBETCTBUM C UCMOMb3yEMbIMM
knaccudgukaTopamn  (MHOekcom  gena Mo
HOMEHKnaType [Jen, KOAOM KOPPECrnoHAEHTa,
KOZOM [JOMKHOCTHOIO nuua u ap.).

Ha pokymeHTe, COCTaBNEHHOM COBMECTHO
ABYMS 1 Gonee opraHv3aumsimu, NpoCTaBnsSOTCA
perncTpaumoHHble Homepa [OKYMEHTa,
NMPUCBOEHHbIE  KaXZoOW U3 opraHu3auui.
PervuctpaunoHHble HoOMepa oTAensTcs Apyr oT
Apyra Kocoi 4epToi 1 NPOCTaBNAlTCS B Nnopsiake
yKasaHus opraHvM3auuii B 3arofloBOYHON 4YacTu
“nu npeambyne AOKyMeHTa.

5.12 Ccbifika Ha perncTpaumoHHbIN HOMEpP U
Aaty  MocTynuBLUEro  OOKYMeHTa  BK/o4aeT
PEerMcTpauMoHHbI HOMEep W AaTy BXOZsALWEero
WHULMATMBHOIO OOKYMEHTA, Ha KOTOpbIA AaeTcs
oTBeT.

513 Mecto coctaBnenusa  (13gaHus)
OOKYMEeHTa YyKasblBaeTcs BO BCEX [OKyMeHTax,
Kpome [enoBbix (CnyxebHbIX) nucem, a Takxke
OOKNagHbIX, CINyXeOHbIX 3anuMcok W Opyrux
BHYTPEHHUX NHPOPMaLMOHHO-CMPAaBOYHbIX
OOKYMEHTOB.

MecTo cocTaBneHus (M3gaHusl) OOKyMeHTa
He YykasblBaeTcd B TOM Ccrny4yae, ecnM B



HanmveHoBaHUn opraHmnsaunmn NPpUCyTCTBYET
YKa3aHne Ha MeCTO €€ HaxoxaeHuA. MecTo
CoCTaBlieHunA (MS,D,aHI/IH) OOKyMEHTa YyKa3blBaeTCA
B COOTBETCTBUN C NMPUHATLIM
aaMNUHUCTPATUBHO-TEPPUTOPUASIbHBIM OEeNEeHNEM.

514 Tpud (nomeTtka) 06 orpaHUYeHUM
AOoCTyna K OOKYMEHTY NPOCTaBnsieTCA B MpaBOM
BEpPXHEM Yrny nNepBOro nucta [OOKYMeHTa
(npoekTa DOKYMEHTa, COMpPOBOANTESIBHOIO
nMcbMa K AOKYMEHTY) Ha rpaHuue BepxHero nons
npyv Hanu4MM B AOKyMeHTe nHdopMauumn, gocTyn
K KOTOpOM OrpaHn4yeH B COOTBETCTBMM C
3akoHogatenscTBoM Poccuinckon degepaunn.

Bugbl ucnonb3yemblx B OpraHusaumm
rpudoB (NMOMETOK) OrpaHNYeHNst 4OCTYNa AOSMKHbI
COOTBETCTBOBATb 3akoHoAaTeNlbHbIM W WHbIM
HOpMaTUBHbLIM MNpaBoOBbIM akTam Poccunckom
depepaunn M OOMKHbI ObITb  3aKpennieHbl B
nokanbHbIX HOPMaTMBHbIX akTax. B coctaB rpuda
(mnomeTkM) 06 orpaHUYeHUn OOCTyna K OKYMEHTY
BXOAUT  OrpaHuumnTenbHas Hagnucb  ("Onsa
cnyxebHoro  nonb3oBaHusa", "Kommepuyeckas
TanHa", "KoHdungeHuynansHo" unm ap.),
AOononHsieMass HOMepoM 3K3eMmnnsipa OOKYyMeEHTa
n Opyrumu CcBedeHUdAMU B COOTBETCTBUM C
3akoHogatenscTBoM Poccuinckon degepaunn.

Mpumep



Onsa cnyxebHoro
NONb30BaHUSA
Ok3. N 2




5.15 Apnpecat ncnonb3yeTcs npu
odopMNneHnn OenoBbiX (CRyKebHbIX) nucem,
BHYTPEHHUX NHPOPMaLMOHHO-CMPAaBOYHbIX
OOKYMEHTOB (OOKNagHbIX, Cry)ebHbIX 3anvcok u

Ap.).

AppecatoMm  OOKyMeHTa  MOXeT  ObiTb
opraHusauusi,  CTPyKTypHOoe  noapasgeneHuve
opraHusaumun, [JOOMMKHOCTHOEe Wnu  ranyeckoe
nuuo.

PekBuant ‘“"agpecaTt" npocTaBnseTtca B
BEpXHen MpaBow 4YacTu AOKyMeHTa (Ha BGnaHke c
YIMOBbIM  PACMoOfoXeHNEM  PEKBU3UTOB) UMK
cnpaBa nog  pekBusutamum  BnaHka  (nNpu
NpoOAOMbHOM pacnonoxeHuu pPEKBU3NTOB
OnaHka). CTtpokn pekBM3nTa "agpecat"
BblpaBHMBAOTCA MO  NIEBOMY  Kpal  unu
LEHTPUPYIOTCH OTHOCUTENbHO CamMon ANWHHON
CTPOKW.

Mpw afpecoBaHuu [OKyMeHTa
pyKOBOAMUTENIO  (3aMecTUTENo  pykoBoaWUTENS)
opraHusaummn ykasbiBaeTcsl B AaTeNlbHOM najexe
HauMeHOBaHWEe  [OOJIKHOCTU pyKoBoAUTENS
(3samecTuTenss  pykoBoauTens),  BKMoYawolee
HanMeHoBaHue opraHusaumu, hamunuio,
MHULManbl OMKHOCTHOMO Nnua.

Mpumep






PykoBogutento
depepanbHoro
apXMBHOro areHTCcTBa
damunuma N.0.

I'Ipm agpecoBaHun nNUCbMa B OpraHM3auuto ykasblBaeTCd ee nonHoe unu
COKpaLleHHoe HanMmeHoBaHne B UMEHUTENTbHOM Nagexe.

Mpumep

depepanbHoe
apXMBHOE areHTCTBO

nnn



Pocapxwus

MNpv agpecoBaHMM [OKYMEHTa B  CTPYKTYpHOe nopapasgeneHue
opraHusaummn B pekBu3auTe "agpecaT" ykasblBaeTCsi B UMEHUTENbHOM Najexe

HanmeHoBaHune opraHunsauunu, HNXe - HanMeHoBaHue CTPYKTYPHOro
noapasaernieHnd.
Mpumep
depepanbHoe
apXMBHOE areHTCTBO
OTpoen
rocyfapcTBeHHON

cnyx6bl, KagpoB n
Harpapg,




Mpv agpecoBaHWMM NMUCbMa PyKOBOAMTEMIO CTPYKTYPHOro noapasgeneHust
yKasblBaeTCs B MMEHUTENbHOM najexe HavMeHOBaHWe opraHusauun, HUXe - B
fAaTenbHOM nagexe HavMeHOBaHWe [OIMKHOCTU PyKOBOAWUTENS, BKoYarolee
HanMeHOBaHWe CTPYKTYPHOro noapasaeneHns, hamunmio, nHuumansi.

Mpumep

AO "Tpodoumnb"

PykoBogutento
AOroBOPHO-NPaBOBOro
otaena
damunma N.0.

Mepen damunmen [JOMKHOCTHOrO nuua Jonyckaetca ynotpebnsrb
coKkpaLleHue "r-Hy" (rocnoauHy), ecnu agpecat My>dnHa, unm "r-xe" (rocnoxe),
ecnv agpecar XeHLWnHa.



Mpumep

r-Hy ®amunusa U.0.

nnn

r-xe ®amunua N.0.

Mpn paccbinke OOKYMEHTa rpynne opraHusauui OAHOro Tuna unu B
CTPYKTYpPHble NoApasfdeneHusl OOHOW opraHuM3auun agpecaT YkasblBaeTcs
0600LLEeHHO.

Mpumep

PykoBogutensm
aovepHux obwects AO
"Mpodounb"



nnn

PykoBoantensam
ynpasneHun PocapxvBa

Mpn paccbifike OOKYMEHTa He BCEM OpraHuMsaumsiM WU CTPYKTYPHbIM
nogpasgeneHvamM nop peksusamTom "Agpecat” B ckobkax ykasbiBaetca: "(no
crucky)".

Mpumep

PykoBoantensam
aoyvepHux obwects AO
"Mpocounnb"

(no cnucky)




B ogHom pokymeHTe He [OOMKHO 6biTb
bonee u4eTblpex apgpecatoB. Cnoso "Konms"
nepen BTOPbLIM, TpeTbuM, 4yeTBEpPTbIM
agpecatamu He ykasbiBaetca. [lpu Gonbluem
KonnyectBe afpecaToB COCTaBnsieTcs ChMCOK
(nncT, ykasaTenb) paccbifkM  OOKYMEHTa, Ha
KakdoM OOKyMeHTe yKasblBaeTcs OAMH agpecart
unu agpecat ocopmnsieTcs 0606LeHHO.

B cocraB pekBusuta "Agpecat’ MoxeT
BXOAUTb NMOYTOBbLIV agpec. ANeMeHTbl NOYTOBOro
agpeca ykasblBalOTCA B MOCNegoBaTeribHOCTH,
YCTaHOBIEHHON [2].

Mpumep



Bcepoccuinckui
Hay4Ho-uccnegosaTenb
CKUN UHCTUTYT
OOKYMEHTOBeAEHNS U
apXxvMBHOro gerna

[MpodpbcorosHas yn., a.
82, Mockea, 117393

MoyToBLIN agpec MOXeT He yKasblBaTbCH B AOKYMEHTax, HanpaBnsemblX B
BbICLUME OpraHbl BNacTW, BblWeCTOsLWME OpraHusauun, nogBefOMCTBEHHbIE
opraHu3aumMm U1 MOCTOSHHBbIM ~ KOPpPEcnoHAeHTaM  (3a  UCKIIYeHneM
HanpasreHns MUCEM YKasaHHbIM agpecataM B KOHBepTax C MNpO3payHbiMu
OKHamw).

Mpn appecoBaHUM [OOKYMEHTa U3NMYECKOMY NULY YKasblBalOTCA:
damunmg, nHuumarnsl, NOYTOBLIN agpec.



Mpumep

damunua N.0.

yn. CagoBas, 4. 5, KB.
12, r. llobepubl,
MockoBckas o6n.,
301264

Mpn oTnpaBke nNMCbMa MO 3MEKTPOHHOW MoYTE MK NO PaKCUMUNBLHON
cBA3n (6e3 JochbIkM MO MoudTe) MOoYTOBLIM agpec He ykasbliBaeTcd. [lpwu
HeobxoauMOCTM MoOXeT OblTb yKasaH 3neKkTPOHHbIM  agpec  (HOmep
TenedoHa/dakca).

Mpumep



Bcepoccuinckui
Hay4Ho-uccnegosaTenb
CKUN UHCTUTYT
OOKYMEHTOBeAEHNS U
apXxvMBHOro gerna

mail@vniidad.ru




5.16 MNpnd yTBEPXKOAEHMSA NPOCTABNAETCA Ha
OOKYMEHTE Mpu ero yTBepXAeHnn OOIMKHOCTHBIM

nmuom, pacnopsanTenbHbIM [OKYMEHTOM
(nocTaHoBneHWeM, peLLeHnem, npuKasom,
pacnopsikeHuem) nnm peLleHnem

KonnernanbHOro opraHa.

lpud  yTBEpXOeHUs  pasmewaetTcs B
npaBoM BepXHEM Yrny NepBoro nucTa AoKyMeHTa.
CTpoku pekBu3uTa BbipaBHMBAKOTCA NO NEBOMY
Kpal Wnn UEeHTPUPYIOTCH OTHOCUTENbHO CaMoM
ONMHHOW CTPOKM.

Mpwn yTBEPXAEHUN AOKyMeHTa
AOMKHOCTHBIM ~ NUUOM  TpUd  YTBEPXKAEHUS
coctout n3 cnosa YTBEPXIOAK (nevaTaetcs
NPOMNUCHBLIMMK oykBamm bes KaBblYek),
HavMeHOoBaHWs AOMKHOCTH nmua,
yTBEPXKAAKOWEro  AOKYMEHT, ero  noanucw,
NHUUManoB, haMmunumn n gaTbl YyTBEPXKAEHUS.

Mpumep



YTBEPXOAKO
PykoBoguTternb
depeparbHOro apxXmBHOro
areHTcTBa

Mognuck n.0.
damunus

[aTa

Mpn yTBEPXOEHUN [OKYMEHTa pacnopsguTenbHbiM AOKYMEHTOM Tpud
yTBEpXOeHus  coctouT wm3  cnoea YTBEPXIOEHO, HanMeHoBaHus
pacnopsiaMTenbHOro AOKYMEHTa B TBOPUTENbHOM Magexe, ero gaTbl, HOMepa.
Cnoeo YTBEPXJOEHO pgonyckaeTcsa cornacoBbiBaTb C HaMeHoOBaHWEM BWAa
yTBEPXKOAEMOro  OOKyMEHTa (YTBEPXXOEHA, YTBEPXOEHbI unu
YTBEP>XOEHO).

Mpumep



(PernameHT) YTBEPX[JEH
npukaszom AO
"Mpodunb"
ot 15 anpens 2025 .
N 82

nnn

(Mpasuna) YTBEPXOEHbI
npukaszom AO
"Mpodunb"
ot 15 anpens 2025 .
N 83

Mpu yTBEPXOEHUM [OOKYMeHTa KOoMfervanbHbIM OpraHoM, peLueHus
KOTOpOro (UKCUMPYIOTCS B MPOTOKOSE, B rpudpe yTBEPXKAEHUS yKa3blBalOTCS



HavMeHOBaHWe OpraHa, pelleHWeM KOTOpPOro yTBepXAEeH AOKYMEHT, Aarta u
Homep npoTokona (B ckobkax).

Mpumep

(MonoxeHune) YTBEPXOEHO
CoBeTOM ANPEKTOPOB
AO "Tpodunp"
(npotokon ot 15.04.2025
N 12)




Mpw yTBEPXOEHNM HeCKONbKUMM
[AOSDKHOCTHBIMM - NULamy  rpuddbl - YTBEPXKAEHUS
pacrnonaraloTcsi Ha OOHOM YpPOBHE crpaBa U
cneea. Ecnu umcno yTtBepxaaloWMx OOKYMEHT
[AOSDKHOCTHBIX NWL,  NpeBblliaeT pAaBa, rpudbl
YyTBEPXOEHUS pa3MeLLaloTcst Apyr nog ApYroMm.

5.17 3aronoBoK K TEKCTy - KpaTkoe
cogepXxaHue [OOKymeHTa. 3aroroBOK K TeKCTy
dopmynupyetca ¢ npegnorom "O" ("O6") wu
oTBeYaeT Ha Bornpoc "o yem?":

npukas (o yem?) o] co3gaHuun
aTTeCTauMOHHOM KOMUCCUW;

npukas (o 4em?) o6 yTBEP)KOEHMM LLUTATHOIO
pacnucanus;

nMCbMoO (0 4em?) O MpeaocTaBneHUM
MHGopMaLumn.

3aronoBok K TeKCTy odopmiseTcss nog
pekBu3nTaMu GnaHka crnesa, OT rpaHuULbl N1eBOro
nonsi. B ykasax, MOCTaHOBMEHUSIX, PELUEHUSIX,
npuvkasax, usgaBaemblx opraHamy BnactTu Ha
NPOAOSbHbLIX BrnaHKax, 3arofloBOK K TEKCTY MOXET
ocdopMnATbCA  Hag ~ TeKCTOM  nocepeauHe
paboyero nomnsi JOKYMeHTa U LEHTPUMpOBaTbCS
OTHOCUTENbHO CaMOW AfTMHHON CTPOKK.



5.18 TekcT [OOKymMeHTa COCTaBnseTcs Ha
PYCCKOM A3blke KaK roCydapCTBEHHOM £3blke

Poccuinckon depgepaunn. B opraHax
rocygapCTBEHHOW BMNacTW, oOpraHax MeCTHOro
camoynpaBneHus, rocygapcTBEHHbIX
yupexaeHusax pecny6nmk Hapsay C
rocyaapCcTBEHHbIM SA3bIKOM Poccuickon
depepauun MoryT ynotpebnaTtbca

rocyaapCTBEHHbIE A3blKM pecnyBruK.

B TekcTte OOKyMeHTa, noAroTtoBJIEeHHOM Ha
OCHOBaHMN 3aKoHoAaTelbHbIX nnun MHbIX
HOPMaTUBHbIX MPaBOBbIX aKTOB, paHee U3aaHHbIX
pacnopaanTesnibHbIX OOKYMEHTOB W JIOKallbHbIX
HOPMaTUBHbIX aKTOB, YKa3bIiBatoTCA nx
PEKBU3UTDI:

- HaunmveHoBaHne Bunaa OOKyMeHTa,
HanveHoBaHMe opraHun3auun, garta OOKyMeHTa,
peFI/lCTpaLI,I/lOHHbIVI HOMEpP AOOKYMeHTa, 3arosyioBoK
K TEKCTY,

- HauMeHOBaHVe  opraHu3auum  Unu
[AOMKHOCTHOIO nuua, YTBEPAMBLLETO OOKYMEHT,
AaTa yTBepXOeHUs OKYMEHTa.

TekcT OOKyMEHTa  MOXeT  cofepXaTtb
pasgensl, nogpasfaenbl, MNYyHKTbl, MOAMYHKTHI,
HymepyemMble apabckumm undpamun. YpoBHewn
pyOpvkaumm TekcTa He [OMKHO ObiTb Gonee



YeTblpexX.

B npukasax TekcT uanaraetca OT MepBOro
nuua eaMHCTBEHHOrO Yncna ("npukaseisato”).

B OOKYMeHTax KonnervanbHbIX n
coBellaTenbHbIX OpraHoB TEKCT uanaraetcs OT
TpeTbero niua €0VHCTBEHHOro yucna
("konnerus... nocraHosnseT", "cobpaHuwe...
pewmno").

TekCcT npoTokona manaraeTcs OT TPeTbero
numua  MHoXecTBeHHoro uucna  ("cnywann",
"BbICTYyNUnK", "noctaHosunun", "pewmnn®).

B mokymeHTax, ycTaHaBnMBawLWMxX npasa u
0053aHHOCTN  OpraHu3auumn, WuxX CTPYKTYPHbIX
nogpasgeneHnn (NONoXeHne, WHCTPyKuus), a
TaKkke cogepxalmx onncaHue cutyauun, aHanms
dakToB nnu BbIBOAbI (akT, crnpaeka),
ncrnonb3yetca opma M3NOoXKEHUs TekcTa OoT
TPeTbLEro nvua €JMHCTBEHHOrO unu
MHOXecCcTBeHHOro umcna ("otgen ocyuwlecTenseT
dyHKUMK...", "B cocCTaB ynpasrieHna BxoaaT...",
"Komuccus nposena npoBepky...").

B COBMECTHbIX  OOKYMEHTax  TeKCT
n3naraetcsi OT MEpPBOro Nmua MHOXECTBEHHOrO
yucna ("npukasbiBaemM”, "pewmnnun").

B  penoBbix  (cnyebHbIX) nucbmax



MCNOoJb3yrTCA CbOpM bl U3NOXEHUA:

- OT NepBoOro nuua MHOXECTBEHHOro Yucrna
("npocum  HanpaBuTb...", "NpeacTaBnseM Ha
paccmoTpeHue...");

- OT TpeTbero numua egunHCTBEHHOro 4ucna

("MMHUCTEPCTBO He BoO3paxaeT...", "obLliecTBo
CYMTaET BO3MOXHbIM...");

- OT MepBOro nuua eAMHCTBEHHOro 4ucra
("cuutatro HeobxoaAuMbIM...", "npegnarato
paccMmoTpeTb..."), ecnn NMCbMO NOArOTOBNEHO Ha
BGrnaHke JOMKHOCTHOro nuua.

B Tekctax pQokymeHTOB YynoTpebnsawTcs
TONbko  obLwenpuHATble  abbpeBunatypbl U
rpacmyeckme CokpalleHus.

Mpn ynotpebneHnm B TeKCTe hamunmi nuy,
WHULManbl yka3biBaloTCa nocne hammnuu.

B pgenoBbix (CnyXebHbIX) NUCbMax MOXeT
NCNonb30BaTbCA:

- BCTynuTEnNbHOE obpalleHune:
YBaxkaeMbll rocnoguH npeacegatens!

YBaxaeMblin rocnoguH Npoxopos!



YBaxaemas rocnoxa 3axaposal
YBaxaeMbln Hukonan NMetposud!
YBaxaemasa Onbra HukonaesHa!l
YBaxaemsble rocnoga!l

- 3aKno4vnTENbHas 3TUKETHasA dpasa:
C yBaxeHuem,

B o6palieHny no dpamunum nHuumans niua
He YyKasblBalTCA. 3akniouutenbHas aSTUKeTHas
pasza HauMHaeTcs C NPONUCHOW OyKBbl U
3aKaH4MBaeTCs 3ansAToMn.

BcTynutensHoe obpalleHne 7
3aknoynTenbHas aTUKeTHas pasa (nevataeTcst
OT rpaHuLbl NIEBOro Nosist) OTAENSTCA OT TeKcTa
UM OTMETKM O MPUMOXKEHUN OOMNONMHUTENbHBIM
MEXCTPOYHbIM MHTEPBAIOM.

519 OTmMeTka O nNPUNOXEHUN COAEPKUT
cBeaeHus o OOKYMEHTE (mokymeHTax),
npunaraemom K OCHOBHOMY AOKYMEHTY
(conpoBoANTENBHOMY MUCbMY, MPETEH3UU, akTy,
cnpaske U Apyrum MHAMOPMaLMOHHO-CNPABOYHbIM
AoKkyMeHTaMm). PacnopsiaMTenbHble  OOKYMEHTH,
NONOXEHWs, npaBuna, WHCTPYKUUW, [OroBOpbI,



nnaHbl, OT4YETbl OTMETKM O nNpPUIIOXEHNUN He
NMEIOT.

B conpoBoguTenbHbIX AMCbMax W Opyrnx
MHJOPMaLIMOHHO-CMPaBOYHbIX OOKyMeHTax
OTMEeTKa O npuroXeHnn odopMnaeTca nopg
TEKCTOM OT rpaHuubl NeBoro nongd criegyrowum
obpaszowm:

- €Cnn nNpunoXxeHne Ha3BaHoO B TEKCTE:



Mpunoxe Ha 2 n. B 1 aKa.
Hue:

- ecln npunoxeHne He Ha3BaHO B TEKCTe Win ecnu I'Ipl/IJ'IO)KeHVIVI
HECKOJ1IbKO, YKa3blBalOT Ha3BaHUA ﬂ,OKyMeHTOB-HpMHO)KeHMVI, KOJMnM4ecTBO

JINCTOB N 3K3EMNNIAPOB KaXXA0ro NpurioXeHumA:

Mpunoxe 1. TllonoxeHne 006 YnpaBneHunm  pernoHarbHoOro

HUS: KpeamTtoBaHus Ha 5 n. B 1 9K3.
2. CnpaBka 0 KagpoBOM cocTaBe YnpaBneHus

pernoHaribHoro KpeamtToBaHu4a Ha 2 n.B 1 93K3.

- eCnu NpunoXxeHue (MpUNoXxeHus) coOpoLLIOPOBaHO:




Mpunoxe otyeT 0 HUP B 2 aka.
Hue:

- €Cnn [OOKYMEHT, SIBNSIOWMUACA MPUNOXEHUEM, UMEET MPUMOXKEHUS C
CaMOCTOSATENBbHOWN HyMepaLuuen CTpaHuL;:

Mpunoxe nmceMo PocapxmBa ot 15.04.2025 N 02-6/172 n
Hue: NPUNOXEHNS K HEMY, BCero Ha 5 1.

- €CIn NMCbMO HanpaBdeTCA HECKOJIbKMM ajpecatam, a npuioxeHue
TOJTbKO B I'IepBbIIZ agpec:

Mpunoxe AKT NpoBEpPKU... Ha 5 n. B 1 3K3. TONbKO B NepBbIN
Hue: agpec.

- €Cnn nNpunoxeHnem ABIAeTCA 060C0o6nNEHHbIN SJ'IeKTpOHHbII;I HOCUTEIb



(koMnaKT-guck, usb-crew-HakonuTens n Ap.):

Mpunoxe CD B 1 aka.
HMe:

Mpn aTtom Bknagbilwe (KOHBEPTE), B KOTOPLIA MOMELLAeTCsi HOCUTENb,
YKa3blBalOTCA HaMMEHOBaHWUS OOKYMEHTOB, 3anMCaHHbIX Ha HOCUTENb, MMEHa
dhannos, ux o6bem B NUcTax n merabamntax (kunodanrtax):

Otyet no teme "MOHUTOPUHI MPOLECCOB AOKYMEHTOOOpa3oBaHUA ©
obbemoB AOKyMeHToobopoTa B deaepanbHbIX opraHax
ncnonHutenbHor BnacTtn" Ha 250 n., 91 Kbanr.




CnoeBo "npunoxeHue" nedataetca B
€0WHCTBEHHOM WM MHOXECTBEHHOM u4ucre B
COOTBETCTBMU C KONIMYECTBOM NPUINOKEHUN.

B pacnopsanTenbHbIX [OKyMeHTax
(NnocTaHoBNEHusIX, peLLeHusix, npukasax,
pacnopsikeHusix),  AOroBopax,  MONOXEHUSIX,
npaBunax, WHCTPYKUMAX W APYrMX [OKYMEHTax
CBEAEHNS O HaNMMunM NPUNOXEHNS 0POPMNAIOTCS
cneayowmum obpasom:

- B TeKCTe [JOKyMeHTa npu NepBOM
YNOMUHAHUN LOKYMEHTA-NPUIIOXKEHNST B CKODOKax
ykasblBaeTca: ... (Npunoxexwue) wunm ...
(npunoxenune 1); nepea HOMEPOM MPUOXKEHUSA
Jonyckaetcs  CTaBUTb  3HaK  Homepa:
(npunoxenune N 2);

- Ha NepBOM NUCTE OOKYMEHTa-NPUNoXeHUs
B MpaBOM BepxHeM Yrny nedyataeTcsa CrnoBo
"MpunoxeHne" (NpyM HanMuuu ykasbiBaeTCAa €ero
HOMep) 1 NpPMBOAATCA HaUMeHoBaHWe Buaa, Aata
W HOMEp [JOKYMeHTa, K KOTOPOMY [AOKYMEHT
ABNAETCH NPUNOXKEHNEM:



MpunoxeHne N 2

K npukasy AO
"Mpodunp"

oT 15.04.2025 N 112




CTpoKkn pekBuaMTa BblpaBHMBAKOTCA MO
NEBOMY Kpalo WUInN LEHTPUPYHOTCS OTHOCUTENBHO
camMoun OfIMHHOW CTPOKM.

[IOKyMEHT (MHCTPYKUMSl, pernameHT u ap.),
YTBEPXXOEHHbIV pacnopsanTenbHbIM OKYMEHTOM,
ABnseTcs HeoTbemIeMoM 4acTbto
pacnopsauTeENbHOrO JOKYMeHTa W WMeeT B
NpaBOM BEpPXHEM  YINy  COOTBETCTBYIOLLYIO
OTMETKY.

Mpw KOMMpPOBaHMU YyTBEPXKOEHHOTO
[OKyMeHTa Ans [oBeAeHs! ero [0
nonb3oBaTenen CBeAeHUss O ero craTyce
ocbopMnSTCA creayoLmm obpasom:

- MpVY  KOMWPOBAaHWM  YTBEPXKOEHHOW
WHCTPYKUMW, perfnamMeHTa u Tak ganee BMecTe C
NpuvKasoM, YTBEPXKOAAlWMM  3TOT  [OKYMEHT,
YyTBEPXXOEHHbIV [OKYMEHT coaepXuT
ODOPMIEHHYID B YCTAHOBIEHHOM  MOpPSAKe
OTMETKY O TOM, YTO OH ABMNSIETCS MPUMOXKEHNEM:



MpunoxeHne N 1

K npukasy AO
"Mpodunp"

oT 15.05.2025 N 185

- €eCNN WHCTPYKUMS, pernameHT 1 Tak fanee konupyetcs 6e3 npukasa,
YyTBEPXKAAMOLIEro 3TOT AOKYMEHT, NEepBbIA NUCT YTBEPKAEHHOrOo OOKYMeHTa
nepenevaTbiBaeTCsi C ykazaHNEM TONbKO rpudha yTBepKaeHus:

(PernameHT)

YTBEPXOEH
npukasom AO
"Mpodounp"

oT 15.04.2025 N 185




520 TIpucd cornacoeBaHuss AOOKyMeHTa
NPOCTaBnAeTCs Ha AOKYMEHTax, COrnacoBaHHbIX
opraHamu BMnacTu, opraHusaumamu,
AOMKHOCTHBIMU nuuamu. pud cornacoBaHusi B
3aBMCMMOCTHU oT BMAa OOKYMEeHTa n
ocobeHHOCTE  ero  odopMneHus  MOXeT
NPOCTaBNATLCA:

- MpW COrnacoBaHWM OOKYMEHTa CTOPOHHE
opraHusauuei - Ha NepBOM fUCTe [OKYMeHTa
(ecnu [OOKYMEHT UMeeT TWUTYNbHbIA JNINUCT - Ha
TUTYNbHOM 1MCTE) B JIEBOM BEPXHEM Yrny Ha
YypOBHE rpuda yTBEpPXKAeHWS;

- npw cornacoBaHum [OKyMeHTa
KonnervanbHbIM ~ OpraHoM,  BXOAAWWM B
CTPYKTYpY OpraHu3auuu, - Ha nocrnegHem nucre
AOKYMEHTa noAg TekCToM OT JieBoro nons
[OKYMEHTA;

- npu fonbwom uucne cornacyrwmnx
CTOPOH - Ha NnNCTe cornacoBaHunA, ABnAOLWLEMCA
HEOTbEMISIEMOMN YaCTbIO AOOKyMEeHTa.

lpud cornacoBaHust COCTOMT M3 CcrioBa
COIMACOBAHO, HanucaHHOro npOMUCHbIMK
OykBamn 6e3 KkaBblueKk, [OOIMKHOCTU  nuua,
KOTOpPbIM  corflacoBaH  [AOKYMEeHT  (BKknto4das
HanuMeHoBaHue opraHusaumm), ero
COOCTBEHHOPYYHOM noanucu, MHULNAIOB,



hamunuu, gaTbl COrnacoBaHus.

CnoBo COIMACOBAHO  ponyckaeTcs
cornacoebiBaTb € HauMeHoBaHMeEM BMaa
OOKYMeHTa:

UHcTpykumsa - COIMTIACOBAHA

Pernament - CONMACOBAH

MNonoxenune - COMNMACOBAHO

Mpumep



COIMACOBAHO
HOvpektop BHUOAL

(noanuce) N.0. damunus
[aTta

Ecnn cornacosaHune OoCyuleCTBNndAEeTCA KomnernarnbHbIM OpraHom, B rpwdae
corfnnacoBaHnA yKas3blBakloT CBeOeHUA 06 OopraHe, cornacoBaBLleM OOKYMEHT,
gate wnu HomMepe npoToKosia, B KOTOPOM 3aCbVIKCVIpOBaHO peweHne o
cornacoBaHun. Ecnu cornacosaHue ocyulecTBndeTcd NMUCbMOM, YyKa3bliBaloT:
BMA AOKYyMEHTa, HanMeHoBaHMe opraHn3auunn, cornacoBasLUen AOKYMEHT, Aaarty
M HOMEP nNucbma.

Mpumep



COIrMACOBAHO lMonoxeHwne
CoBeTOM ANPEKTOPOB
AO "Tpodoumn"
(npoTokon ot N
)

7017

COI'TMTACOBAH PernameHT
nncbMom Pocapxmea
oT N




Mpwn cornacoBaHun AOKyMeHTa
HeCcKOMbKUMU opraHusaumamm rpudbl
cornacoBaHus pacrnonaratTcs Ha O4HOM YPOBHE.
Ecnu cornacyoowmx opraHusaumin Gonblue AByX
UNM ecnu ecTb Ipud yTBepXOeHUs, rpudsbl
cornacoBaHusa pacronaralTcs Apyr nog apyrom.

5.21 Busa cBugetenbCTByeT O cornacuu
unu Hecornacum OOMKHOCTHOro niua
(paboTHuka) c cogepxaHmem npoekTta
JokymeHTa. Busonm odopmnserca BHyTpeHHee
cornacosaHne [gokymeHTa. Bwusa  Bknovaet
OOIMKHOCTb  NMuUa, BU3UPYIOLLEro  OOKYMEHT,
noanucb, pacwudpoBky MoanuUCKM (UHUUMAnNB.I,
hamunuio) 1 gaTy BUSNPOBaHUSI.

Mpumep



PykoBoauTenb opuanyeckoro otaena

(mognuce) N.0. damunus
[aTta

Mpn HanMuMM 3amMeYaHu K LOKYMEHTY BWU3Yy OGOPMASIOT Creaytowum
obpasowm:

Mpumep

3ameyvaHusa npunararTcs.
PykoBoauTenb opuanyeckoro otaena

(noanuceb) N.0. damunus
[ata




B opraHuzaumsix, NpUMEHSIIOLNX CUCTEMbI
3NEKTPOHHOro JOKYMEHTOO0O0pOTa, cornacoBaHune
MOXET MpPOoBOAMTLCA B 3NEKTPOHHOW dopme
cornacHo FOCT P NCO 15489-1.

B OokymeHTax, MOAMUHHWUKA  KOTOPbIX
XpaHSATCS B OpraHu3auuu, BU3bl NPOCTaBMSAOT Ha
nocrnegHem nucte AOKyMeHTa nop noanucbio, Ha
obopoTe  nocrnegHero  nucta  MOANMHHUKA
AOKYMEHTa WNM Ha NUCTe  COrfacoBaHus
(BM3MpPOBaHWSA), NpUaraeMom K JOKYMEHTY.

B NCXOAALLMNX [OKyMeHTax BU3bI
NPOCTaBNAKTCA Ha 9K3eMnnsApax [AOKYMEHTOB,
nomeLaemMblixX B 4ero.

Mo YCMOTPEHUIO  OpraHun3auunm MOXeT
NPUMEHATLCA NoJyINCTHOE BM3npoBaHune
OOKyMeHTa n ero I'IpVI.I'IO)KGHMIZ.

5.22 Toanucb BKMNOYaeT: HauUMeHoBaHue
OOIMKHOCTU nuua, NoAMNUCLIBAIOLWIErO AOKYMEHT,
ero CobCTBEHHOPYYHYK MNOAMNUCb, PacLUMEPOBKY
nognucu (MHUUmManel, ammnus).

B paclumgpoBke nognmcu Mexay
WHUUManamm un dQamunuen genaetca npoben.
Mexgy nHuymnanamu npoben OoTCyTCTBYET.

Mpumep






"eHepanbHbIN ANpEKTOP Mognucek nN.0. damunus

Ecnn gokymeHT odopmIieH He Ha GnaHke, B HAMMEHOBaHME OOJMKHOCTU
BKMOYaeTCs HauMMeHOBaHWE oOpraHusaumu. [lonyckaeTcsi LeHTpupoBaTb
HaMMeHOBaHWE [OMKHOCTM Nnuua, NoANUCaBLUEr0 AOKYMEHT, OTHOCUTENbHO
camon OFIMHHOW CTPOKW.

Mpumep

"eHepanbHbIN ANPEKTOP Mognucob nN.0. damununga
AO "Tpodounb"

I'IpM Oq)ODMJ'IeHVIVI OOKyMEHTa Ha ©naHke JOMKHOCTHOrO nnua AOMKHOCTb
3TOro nuvua B NoAnnUCU He yKa3blBaeTCA.

Mpumep



Mognuck n.0. bamunusa

Mpn nognucaHMM [OKYMEHTa HECKONbKMMM OOJDKHOCTHBIMK nnuamm,
3aHMMaKLWMMKN pasHOe MOJSIOXKEHWE, UX MOAMMCKM pacrnonaralTcss ogHa nog
Opyron B NOCNedoBaTeNlbHOCTU, COOTBETCTBYIOLLEN MEPAPXMU 3aHUMAEMbIX
JOITKHOCTEN.

Mpumep
HvpekTop Mognucob nN.0. damununga
"MaBHbIN ByxranTtep Moanuck N.0. damunusa

I'IpV| nognnucaHnn OOKyMeHTa HEeCKONbKMMU NnuamMn paBHbIX OOMMKHOCTEN
nx noanncu pacnonararoTca Ha 0gHOM YPOBHeE.

Mpumep



3amecTutens gupekTopa 3amecTuTens gupektopa
no oMHAHCOBLIM BOMpoOcam MO agMUHUCTPATUBHBLIM BONpOCcaMm

Mognuck nN.0. bamunua [lMoanucb n.0. bamunusa

B AOKYyMEeHTaXx, COCTaBJIEHHbIX Komuccuen, B nognucu YKa3blBaeTCA
CcTaTycC nnua B COCTaBe€ KOMUCCUN.

Mpumep
Mpeacegatenb kKOMUcCHMn Mopgnucek n.0. bamunusa
UneHbl KoMuccuun Moanuck nN.0. damunug

MNognucek n.0. bamunusa
Mopgnucek n.0. bamunusa




Mpv nognucaHuyM [OOKYMEHTa JMLUOM, WCMOSHSWMM  06s3aHHOCTH
pyKOBOAUTENS, MOAMNUCb OOPMIISIETCA C yKasaHMEM cTaTyca [AOJIKHOCTHOIO
n1ua B COOTBETCTBUM C MPUKA30M (pacnopsikeHneM).

Mpumep

W.0. reHepanbHoOro Moanucek n.0. Pamunusa
anpekTopa

nnn

NcnonHawowmun MNopgnucek n.0. bamunusa
0683aHHOCTU
reHepanbHOro gMpekropa




Mpn nognucaHMM  OOKyMEHTa  NULOM,
MMELWLMM NpaBO NOAMUCU B CrnyYae BPEMEHHOMO
OTCYTCTBMS  PYKOBOOMTEMNS, WUCNpPaBNeHUs B
HaUMEHOBaHWE [OOIDKHOCTU U pacluMdpOoBKY
dammnum yxe NOAroTOBNEHHOIO "
COrnacoBaHHOro NPoekTa 4OKYMEeHTa BHOCATCSA OT
PYKW WU C MCMNONb30BaHMEM COOTBETCTBYHOLLMX
wtamnoB. He gonyckaeTcst CTaBUTb KOCYHO YepTy,
Hagnucb "3a" neped HaMMeEHOBaHWEM OOTKHOCTU
nuua B NOANUCK, ecnv AOKYMEHT noanucbiBaeT
MHOE AOJTKHOCTHOE NNLO.

5.23 OtmeTka 006 SnNEKTPOHHOM noAnncu
Mcnonb3yeTcs Npu BUyanusaunm 3NeKTPOHHOro
JOKYMEHTa, nognucaHHoro 3NEKTPOHHOM
noanucsHo, C cobniogeHnemM  crneayoLlmx
TpeboBaHuii:

a) MecTo pasmeleHuss OTMeTkn 00
3MNEKTPOHHOW MOANUCKU OOSMKHO COOTBETCTBOBATb
MECTy pasmeLleHnss COOCTBEHHOPYYHOW MOANUCK
B AHanOrMYyHOM [OKYMEHTe Ha OyMaxHOM
HocuTene;

©) anemeHTbl OTMETKM 00 SNEeKTPOHHOM
NOANUCKU AOIMKHbI ObiTb BUAMMBIMU U YNTAEMBIMU
npu oToOpaxeHUn [OKyMEHTaA B HaTyparibHOM
pasmepe;

B) 9NeMeHTbl OTMEeTKM 00 3NeKTPOHHOM



noaonucu He [OOMMKHbl  MepekpbiBaTbCA UMK
HaknagblBaTbCA OPYr Ha Apyra;

r) anemMeHTbl OTMeTKM 06 3NeKTPOHHOM
noanucyM He [OSKHbl MEepeKpbiBaTb 3NEMEHTI
TEeKCTa [OOKYMeHTa W  [pyrme  peKBUsuThbl
[AOKyMeHTa.

OTtmeTKa o006 YCUNEHHOM
KBanMnunpoBaHHOM n YCUNEeHHOMN
HeKBanMMUUUPOBAHHON SNEKTPOHHOM noanucu
BKNtoYaeT dpasy "[JOKyMeHT nognucax

3MEeKTPOHHOW noAanuceld”, Homep cepTudukaTa
Krntoya SMNeKTPOHHOW noanucK (Ons yCUneHHom
HeKBanuMUUMPOBaHHOW NOAMNUCU - MPU HaANU4MK
ceptudukaTa), amunumio, UMH,  OTYECTBO
Bnagenbua cepTudukata, CpoK OencTBus
cepTudmkaTa Krnoya aneKTPOHHON NoAnucH.

OTmeTka 06 9NMEeKTPOHHOM NOAMUCU MOXET
BKMtovaTb nsobpakeHne repba, ambnembl opraHa
Bnactu (opraHmsaumm), TOBaApHOro 3Haka (3Haka
o6CcnyXvMBaHUs) opraHvM3aumMmM B COOTBETCTBUM C
AENCTBYIOLWMM 3aKOHOAATENBCTBOM.

B cny4vyae, ecCcnnm J3nekKTpoHHaA noAanncb
COAEPXKNT METKY NOBEPEHHOIO BpEMEHU, OTMETKa
o6 SJ'IeKTpOHHOﬁ noaonncn AOOJNKHa BKIIKOYaTb
VIH(*)OpMaLIMI'O O Agate n BpemMeHu noanmcaHuA
ANMEKTPOHHOIo OOKyMeHTa SﬂeKTpOHHOVI
NoanucbIo, BHELLUHUA BWUL METKU OOBEPEHHOIo



BpeMeEHN yCTaHaBJ1IMBaeTCA J10KalibHbIMU
HOpMaTUBHbIMUA akKTamum, NPUHATBLIMWU B
opraHunsaunn nnun no corrnatweHn CTOPOH.

Mpumep



HaunmeHoBa
Hune
JOJTKHOCTU

AOKYMEHT MOAOMNNCAH
AJIEKTPOHHOWM NOANMNCBLIO

Ceptudukat 1a111aaa000000000011
Bnapeneu Hukonaes Hukonan
HwukonaeBuy

HencteuteneH ¢ 01.12.2023 no
01.12.2024

[ata n Bpemsa nognncaHunsa 01.06.2024
15:00

H.H.
Hwukonaes




B cnyyvae NPUMeEHeHUsI NPOCTON
3NEKTPOHHOW MOANUCK BHELUHWA BMA OTMETKN 06
3NEKTPOHHOM noanmcu yCTaHaBnmBaeTcs
noKarnbHbIMK HOPMAaTUBHbIMU aktamu,
NPUHATBIMW B OpraHvM3auuun, Unm no cornalleHuto
CTOPOH.

5.24 T[leyaTb 3aBepsieT NOAJSIMHHOCTb
noannucyM LOSMKHOCTHOrO IivMua Ha [OOKyMEHTaX,
yOOCTOBEPAOLWMNX nNpaBa nnd, OUKCUPYIOLLNX
dakTbl, CBA3aHHbIE C PMHAHCOBLIMW CpeacTBaMM,
a Takxke Ha VHbIX OOKyMEHTaXx,
npegycmaTtpumBaroLLmnX 3aBepeHune noanvcu
neyatbld B COOTBETCTBMW C 3aKOHOOATENbCTBOM
Poccunckon ®eagepauun.

OpranHusauuu, umeroLme npaso
ncnonb3oBaTtb repboBble neyaTw,
pykoBoACTBYOTCA nNpwu mx narotosneHun NMOCT P
51511.

MevyaTb npocTaBnseTca Ha cBob6OAHOM OT
Tekcta MecTe, WNW  3axBaTblBagd  4acTb
HanMeHoBaHWUS OOJIMKHOCTH, Tak YyTOObI
ocTaBanucb BUAHbI WMEKLWMEecH Ha neyaTtu
Hagnucu " n3obpaxkeHus. Meyvatb
npocraBnseTcs, He 3axBaTbiBag
COBCTBEHHOPYYHOW noanucu nmua,
noanvcaBLIero 4OKYMEHT.



Honyckaetca obosHayaTb MecTo Ang
neyatm Ha gokymeHte oTmetkom "MIM" ("MecTto
neyatun").

5.25 OTtmeTka 06 wucnonHuTene BKNo4YaeT
dhamunuio, UM 1 0TYECTBO WUCMOSHUTENS, HOMEpP
ero tenedoHa. OTMeTka 06 UCNONHUTENE MOXET
OOMOMHATLCS  HauMEHOBaHMEM  CTPYKTYPHOrO
noapasgeneHnst U OOMKHOCTW, SNEKTPOHHbLIM
agpecoM MCMONHUTENS.

OTmeTka 06 mcrnonHuTene ogopmMnsieTcst Ha
NMLUEBOIN CTOPOHE NOCNeaHEero nucta OoKyMeHTa
OT rpaHuubl NEBOro Mons WUNW, Npu OTCYTCTBUM
MecTa, Ha OOOpPOTHOW CTOpPOHE NUCTa BHU3Y
cnesa.

Mpumep



3abenvH iBaH AHOpeeBUY, KOHTPONbHOE yrpaBneHne, BeayLLMn
crneumanuct
+7(495) 924-45-67, Zabelin@gov.ru




OTmeTKa 06 MCnomnHuTene MOXeT
0QOPMIIATECH  KaK  HWKHWA  KOMOHTUTYN W
neyaTtatbcsl WPUEDOTOM MeHblUero pasmepa. B
crniyyae oOMOpMNEeHNss pekBuautTa  wpudTom
MeHbLLEero pasmepa pekoMeHayeTcs
MCNonb3oBaHWe Kerns Ha gBa MyHKTa MeHbLUEro
pa3mepa, YeM OCHOBHOWN TEKCT.

526 OTmeTka O 3aBEpPEeHUn  Komnuu
odopmnsieTcs ans noaTeBepXKaeHus
COOTBETCTBMS KOMWUW OOKyMeHTa (BbIMUCKA U3
OOKyMeHTa) NOANVNHHUKY OOoKymeHTa. OTMeTka o
3aBepeHun Konum npocTaenseTcs noa
pekBu3nMToM "noanucb" KW BKIKOYaAET: CroBO
"BepHo"; HamMeHOBaHWEe [OOSMKHOCTM  nuvua,
3aBEpMBLLErO KOMUK; €ero CoBCTBEHHOPYYHYHO
nognuck; pacwmndgpoBky nognucn (MHULUKMan.GI,
dammnuio); aaty 3aBepeHus konuu (BbIMUCKU M3
OOKyMeHTA).

Mpumep



BepHo
NHcnekTop cnyx6bl kagapos

JaTta

MNoanuck

nN.0. damunuga




Ecnn konus BblgaeTca ons npeacTaBneHus
B APYryio opraHusauuio, oTMeTka O 3aBepeHun
KonuM  [JOMOSNHSAeTCA  Hagnucbld O  MecTe
XpaHeHNs  OOKYMeHTa, C€ KoToporo Obina
narotoeneHa konusa ("MOANUHHUK [OOKYMeEHTa
Haxogutca B (HanMeHOBaHWE oOpraHus3auuu) B
pene N ... 3a ... rog") n 3aBepsieTcs nevaTblo
opraHusaumn.

Ona npocTaB/ieHNA OTMETKM O 3aBepeHunn
KONMnn MOXET NCNOoJ1Ib30BaTbCA LUTaMI.

5.27 OTmeTKa O MNOCTYNNEHUM AOKYMEHTa
CNYXWUT ANsi NOATBEPXKAEHNSA hakTa NOCTyNNeHus
AOKYMEHTa B OpraHu3auuMio W BKIoYaeT aaTy
MOCTYNMNEHNA W BXOAOSLUMA  PErMCTPaLNOHHbIN
HoMmep AokyMeHTa. MNpu HeOBGXOAMMOCTU OTMETKa
O MOCTYMNMEHNN MOXET AOMOSHATLCA YKazaHWEM
BPEMEHM MOCTYMNMEHN B 4Yacax M MUHyTax u
cnocoba J0CTaBKuN AOKYMEHTA.

Ona npocTaBieHNA OTMETKMN O NOCTYNMJIEeHNN
OOKYyMEeHTa MOXEeT UCNOoJ1b30BaTbCA LWUTamn.

5.28 Pesoniouns CcOOepXuUT ykasaHue Mo
NCNOSTHEHWIO [OKyMeHTa. Pesontouus
ocopmnsieTca Ha CBOGOAHOM MecTe paGoyero
nonsi AOKYMeHTa, Ha O6rnaHke pesonouun unm
BHOCUTCA ~ HEMOCPEACTBEHHO B CUCTeMy
3MEeKTPOHHOro OKyMeHToobopoTa.



Pesontouus BKIMOYaeT: damunuio,
MHMUMan.l WCNONHUTENS (ncnonHutenen),
nopyyeHne no LOKYMEHTY, Npu HeobxoommocTu -
CPOK MCMOSIHEHNA, MOAMUCH §uua, BbIHECLUEro
pesontoumio, aaTy pe3onounn.

Mpumep



damunua N.0.

Mpowy nogrotoButb Npeanoxenuns Kk 15.04.2025.
Mognuce

[ata




5.29 OTmeTKa 0 KOHTpOSie CBMAETENLCTBYET
O TMOCTaHOBKE [OOKYMEHTa Ha  KOHTPOIb,
npocraensetca  wramnom  “"KoHTponb"  Ha
BEpXHEM nofie [JOKyMeHTa Wu/unu BHOCUTCS
HEMOCPEeACTBEHHO B CUCTEMY  3MNEKTPOHHOro
OOKyMmeHTooBopoTa.

5.30 OTmeTKka 0 HanpaBnNeHUN JOKYMEHTa B
Oeno onpegenser MecTto XpaHeHUst OOKYyMeEHTa
nocne 3aBeplleHnsi paboTbl C HUM W BKIIOYaeT:
cnoea "B geno", nHaekc gena no HOMeHknaTtype
Jen, B KOTOpOe nmnomelwlaeTcsa [AOKYMEHT Ha
XpaHeHne, C ykasaHMeM roga, OOIMKHOCTU nnua,
odopMMBLLETO OTMETKY, MOANUCK, AaThbI.

Mpumep



B neno N 01-18 3a 2024 r.
3aB. 0TOENoOM KOpnopaTUBHbLIX NPOEKTOB

MNoanucb [aTa




OTtmeTKa o HanpasneHnn JoOKyMeHTa B AeNo
MOXeT HOONOJIHATbCA KpaTKuMh cBeOeHUsAMU O
pe3ynbTatax NCNoJIHEHUNA OOKYMEHTa.

5.31 Wrpuxkonq (QR-kog) pokymeHTa
pasmeLlalnT B NPaBOM HWKHEM YIny MepBoro
nucTa AOKYMeHTa, a Npu oTCYTCTBUM CBOBOAHOrO
MecTa - B NpaBOM BEpPXHEM Yrny WM Ha Opyrom
cBOBOOHOM OT TekcTa MecTe [OOKYMeHTa Ang
aBToMaTmsaLmm rnovcka OOKyMeHTa B
WHGOPMAaLIMOHHOW CUCTEME.

6 BnaHkn 4OKYMeHTOB

6.1 Ons NnoaroTOBKM OOKYMEHTOB
opraHusaumm NCnonb3yoT onaHku
YCTaAHOBMEHHOrO obpasua W  YUCTble  JIUCTbI
oymaru.

Ons wnsrotoBneHnss ONaHKOB [OKYMEHTOB
ncnonb3dyetca dymara dopmatos A4 (210 x 297
MM), A5 (148 x 210 mMmMm); OnNa W3roToBNEHUs
OGnaHkoB pesonouMn  ucnonb3dyetcss  OGymara
dopmatoB A5 (148 x 210 mm), A6 (105 x 148).

Mpn wu3gaHuM [OOKYMEHTOB AOBYMSI WNK
bonee opraHusauuamMu ucnonesyetca Oymara
dopmata A4, Ha KOTOPOW BOCMNPOU3BOAATCS
PEKBU3NTBI BCEX OpraHuM3auuin, noaroToBUBLLNX
OOKYMEHT.



Ha ©OnaHke wu3rotaBnuMBaeTcs nepsas
CTpaHuua (NMCT) [AOOKYMeHTa, nocnegyouime
CTpaHuubl (NUCTLI) n3rotaBnmMBatoTca Ha Oymare
COOTBETCTBYlOLLEro hopmara.

Kaxgbll nMCT OOKymMeHTa, O(OpPMIIEHHbIN
Ha 6naHke nnn 6e3 Hero, JOMKEH UMEeTb MOMA He
MeHee:

20 MM - neBoe;
10 MM - NnpaBoe;
20 MM - BEpXHee;
20 MM - HXKHee.

[okyMeHTbl gnutenbHbix (cBbilwe 10 neT)
CPOKOB XpaHEHMUs1 AOMKHbl UMETb NIEBOE Nose He
mMeHee 30 MM.

6.2 OpraHmsaumm MUCNonb3yT  BnaHku
OOKYMEHTOB, MW3rOTOBMIEHHbIE Ha OyMaXXHOM
HocuTene (6naHkn OOKyMeHTOB dhedeparnbHbIX
opraHos rocygapcTBeHHON BRacTu c
BocnpoussegeHnem [ocygapctBeHHoro repba
Poccuinckon depepauun n3roTaBnuBatoTCs
nonurpadn4ecknmMmn NpeanpusTusaSMm, UMeoLWLMmMm
ceptudmkatbl O  HaNUUUM  TEXHUYECKUX U
TEXHOTOrMYecKmnx BO3MOXXHOCTEN ans



Ka4yeCTBEHHOI0 W3roTOBMIEHUSI YyKa3aHHOIo BMAa
npoaykumm), wWunu SNeKTPOHHble  LWAaBMNOoHbI
6naHkoB. bBnaHkn Ha OymaxHoOM HocuTene u
3MEKTPOHHbIE LWabnoHbl GraHKoB AO0SMKHbI ObITb
WMOEHTUYHbI MO COCTaBY PEKBM3UTOB, MOPSIAKY WX
pacnonoXeHusi, rapHUTypam wpudTa.

BrnaHkM  OOKYyMEHTOB  Ha  GymaxHOM
HOCUTENEe W 3MEeKTPOHHble LWabnoHbl GnaHkoB
M3roTaBfMBalOTCA Ha  OCHOBaHUM  MaKeTOB

©naHkos, yTBEpXOaemMbiX pykoBoautTenem
opraHunsauunnu.
BnaHkun AOOKYMEHTOB cnepnyet

narotaBnueatb Ha Genon OGymare unm Gymare
CBeTnbIX  TOHOB. bymara, Ha  koTOopoWn
n3rotaBnuBaroTCa GraHKM OOKYMEHTOB M BTOPOWN
1 nocregytoLme nUcTbl 4OKYMEHTA, AOMKHA ObITb
OOVHAKOBOroO KayecTBa.

OnEeKTPOHHbIEe LWabnoHsbI 6naHkoB
AOKYMEHTOB n 3NEKTPOHHbIE WabnoHbI
AOKYMEHTOB  [OIMKHbl  OblTb  3awWuuieHbl  OT
HEeCaHKUMOHNPOBAHHbIX U3MEHEHUNA.

6.3 BnaHku [OKyMEHTOB OcopMIsioTCS B
COOTBETCTBUM c NpUNoXeHVem B.
OpVEHTUPOBOYHbIE FPaHULIbl 30H PACMONOXEHMUS
peKkBM3NTOB 0603HayeHbl NyHKTMpOM. Kaxpaas
30Ha OnpeaenseTcsl COBOKYMHOCTbIO BXOASALNX B
Hee PeKBU3UTOB.



6.4 B 3aBUCMMOCTM OT pacnosioXXeHus
PEKBU3NTOB YyCTaHaBNMBaeTCs [Ba BapwuaHTa
©naHkoB - yrnosown (pucyHok b.1) n npogonbHbIN
(pncyHok B.2).

6.5 PekBuautel 01, 02, 03 pacnonaratotcs
Ha BEPXHEM norne OoKyMeHTa Hag pekBuauTom 05
nocepeanHe 30Hbl, 3aHATON 3TUM PEKBU3UTOM.

PekBuant 03 MOXeT pacrnonaratbCsi cresa
Ha ypoBHe pekeuauTa 05.

PekBusntel 05, 06, 07, 08, 09, 13,
orpaHu4YMTENbHLIE OTMETKM Ans pekeusmToB 10,
11, 12 B npegenax rpaHuy, 30H PacnosfioXeHus
PEKBU3NTOB pa3MeLLalnTcsl OOHUM U3 CnocoboB:

- UEeHTpUpoBaHHbIM (Haqano N KOHey
Kaxkaom CTPOKN PEKBU3IUTOB paBHO yaalni€Hbl OT
rpaHnL 30Hbl pacnosioXeHnd peKBl/l3I/ITOB);

- hnaroBbIM (Kaxkgasi CTpoKa PEKBU3UTOB
HauMHaeTcs  OT  NeBOM  TrpaHuuUbl  30Hbl
PacnosOXXeHUsi PEKBU3UTOB).

6.6 YcraHaBnuBalwTcsa crneayllme Buabl
6GnaHKOB IOKYMEHTOB OpraHu3auum:

- O0OLLKMIM BNaHK;



- BnaHK Nucbma;
- BnaHk KOHKPETHOro BuAa OOKyMeHTa.

HopmaTuBHbIMM  akTamuM  OpraHu3auum
yCTaHaBNMBalOTCA BUAbl NPUMEHSIEMbIX GraHKoB
M ux  pasHoBuaHocTM  (BnaHk  nucbma
CTPYKTYpHOro noppasfeneHus, 6raHk nucbma
[AOSDKHOCTHOrO nuua, 6naHk npukasa, 6naHk
pacnopsikeHusi, 6naHk npoTokona u ap.).

O6pasupbl 6n1aHKOB OKYMEHTOB MpuBEAEHbI
B npunoxexun b.

6.7 O6wwmn 6GnaHk wncnonb3yeTcsa AOns
N3roToBneHns nbbix BUOOB AOKYMEHTOB, KPOME
AenoBoro (cnyxebHoro) nucbma.

O0wun 6naHk B COOTBETCTBUM  C
yypeauTenbHbiMM AOKYMEHTaMMU OpraHusauum u
NoKanbHbIMA HOPMATUBHbLIMW akTamu BKIOYaeT
pekBnantbl 01 (02 wmnu 03), 05, 06, 07, 13 n
orpaHu4YMTENbHLIE OTMETKM Ans pekeusmTtoB 10,
11, 16, 17.

BnaHk nucbmMa B 3aBUMCUMMOCTM  OT
yypeauTenbHbIX OOKYMEHTOB OpraHusaumm Wu
NoKanbHbIX  HOPMAaTMBHbLIX  akTOB  BKJHOYaeT
pekBmnsamtel 01 (02 wim  03), 05, 08,
orpaHu4YMTENbHLIE OTMETKM Ans pekeusmTtoB 10,



11, 12, 15, 17. bnaHKk nucbMa CTPYKTYpPHOro
noapasaeneHus JOMOMNHUTENBHO BKJtOYaeT
pekBn3nT 06, 6naHk nMcbmMa AOMKHOCTHOrO nnua
- pekBuant 07.

BnaHk KOHKpeTHOro Buaa AOKYMeHTa, KpoMme
nuceMa, B 3aBMCUMOCTM  OT  ydpeauTenbHbIX
OOKYMEHTOB opraHusaumm " nokKanbHbIX
HOPMaTMBHbIX aKTOB BKMo4YaeT pekBmanTbl 01 (02
unm 03), 05, 09, 13 u, npn HeobxogMmocTw,
orpaHu4YMTENbHLIE OTMETKM [AONfisl FpaHWuL, 30H
pacnonoxeHusa peksunsntoB 10, 11, 16, 17. bnaHk
KOHKPETHOro BWAA [OOKYMEHTa CTPYKTYPHOro
noapasaeneHus JOMOMNHUTENBHO BKJtOYaeT
pekBnant 06, 6GnaHK AOOMKHOCTHOrO nvua -
pekBnaunT 07.

6.8 B opraHax Bnactu u opraHusauusix

pecnybnuk Poccuickon depepauun,
NCNONb3YIOLWMX Hapsdy C PYCCKUM SI3bIKOM Kak
rocyaapCcTBEHHbIM SA3bIKOM Poccuickon
denepauun rocyaapcTBEeHHbIN A3bIK
(rocymapcTBeHHbIE A3bIKN) pecnybnuk,
NCNonb3yTcsa BnaHkn OOKYMEHTOB Ha pPYCCKOM
A3blKe " rocyaapCTBeHHOM A3blKe

(rocymapcTBeHHbIX A3blkax) pecnybnuk: yrnosble
(pekBuanTbl BnaHka pacnonaralTCa Ha OOHOM
YPOBHE: Ha pYCCKOM f3blke - cresBa, Ha
rocyoapCTBEHHOM  si3blke  (rOCYyAapCTBEHHbIX
A3blkax) pecnybnuk - cnpaea) unuM NpoaosibHble
(pekBu3nTbI BnaHka Ha pPycCKOM SA3bIKe - CBEPXY,



pekBM3UTbl GnaHka Ha rocygapCTBEHHOM A3blke
(rocymapcCTBEHHbIX A3blkax) pecnybrnmk - Huxe).

Ona nepennckn C MHOCTPaHHbIMU
KoppecnoHaeHTamMmmn UCnosnb3yroT ©naHkn Ha OByX

A3blkax - PYCCKOM W aHrnuMmnckom (pucyHok B.8)
WM MHOM MHOCTPAHHOM SI3bIKE.

Mpunoxenue A
(cnpaBo4HOE)

PACMNONOXEHUE PEKBU3UTOB HA
TUTYNIbHOM JIUCTE AOKYMEHTA



HanmeHoBaHne opraHnsaumm

"pnd cornacoBaHusa JOKyMeHTa P yTBEPXKOAEHUA JOKYMEHTa

HaumeHoBaHWe BUOa OOKyMeEHTa

3aronoBOK K TEKCTY




MecTo cocTaBneHus (M3aaHnsa) JOKYMEHTA - rof U3gaHusl LOKYMeHTa




PucyHok A.1 - PacnonoxeHue peKBU3UTOB Ha
TUTYNbHOM
nicte fOoKyMeHTa

MpunoxeHue b
(cnpaBo4HOE)

CXEMbI PACIMNOJIOXEHUA PEKBU3UTOB
AOKYMEHTOB
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PucyHok B.1 - PacnonoxeHne peKkBU3UTOB U

Ha chopmaTe A4 yrnoBoro bnaHka

rpaHnubl 30H
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PucyHok B.2 - PacnonoxeHue peKkBU3UTOB U




rpaHuubl 30H
Ha ¢popmaTe A4 npoaonbLHOro 6naHka

MpunoxeHue B
(cnpaBo4HOE)

OBPASLbI BJTAHKOB IOKYMEHTOB



Pocapxwus

depnepanbHoe GIOOXKETHOE yyYpexaeHme
"Bcepoccunckuin HaydHo-uccnenosaTenbCkuii UHCTUTYT
AOKYMEHTOBEEHUS 1 apxXuBHoro gena"

(BHAWOAL)

MockBa




PucyHok B.1 - O6pasen obLyero 6raHka opraHnsaumm

Pocapxus

depepanbHoe BogxeTHOE
yupexaeHue "Bcepoccumnckum
Hay4HO-uccnenoBaTenbCKUi
WHCTUTYT LOKYMEHTOBEAEHMUSA U
apxmBHoro gena"




(BHUNDALD)

MpodcotosHas yn., 4. 82, Mocksa,
117393
Ten./dakc: (495) 718-78-74;
e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKI10O 02842708; Or'PH
1027700380795;
NHH/KIMM 7708033140/771001001
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PucyHok B.2 - O6pasey yrnosoro 6naHka nMcbma opraHusaumnm




Pocapxwus

depeparnbHoe BooKeTHOE ydpexaeHne
"Bcepoccnnckmin HayvyHo-nceneagoBaTenbCkum NHCTUTYT
OOKYMEHTOBEeLEHNA U apXMBHOro gena"

(BHAVOAL)

MpodcotosHas yn., 4. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OrPH 1027700380795; MHH/KII
7708033140/771001001
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PucyHok B.3 - O6bpasey npogonbHoro 6rnaHka nucbMa opraHvsaumm




Pocapxwus

depeparnbHoe BooKeTHOE ydpexaeHne
"Bcepoccnnckmin HayvyHo-nceneagoBaTenbCkum NHCTUTYT
OOKYMEHTOBEeLEHNA U apXMBHOro gena"

(BHAVOAL)

SAMECTUTENDb ONPEKTOPA

MpodcotosHas yn., a. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKIMNO 02842708; OM'PH 1027700380795; WHH/KII
7708033140/771001001
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PucyHok B.4 - O6pasen npogonbHoro 6naHka nuceMa
OOIMKHOCTHOrO nmua




Pocapxwus

depeparnbHoe BooKeTHOE ydpexaeHne
"Bcepoccnnckmin HayvyHo-nceneagoBaTenbCkum NHCTUTYT
OOKYMEHTOBEeLEHNA U apXMBHOro gena"

(BHAVOAL)

OTPACNEBOW LIEHTP NOBbIWEHNA KBATMOUKALNA




MpodcotosHaa yn., a. 82, Mocksa, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKINO 02842708; OPH 1027700380795; MHH/KII
7708033140/771001001
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PucyHok B.5 - O6pasen npogonbHoro 6naHka nucema
CTPYKTYPHOrO NoAapasgeneHus

Pocapxus

depepanbHoe BOoKETHOE ydpeXxaeHune
"Bcepoccnnckmin HayvyHo-nceneaoBaTenbCkum NHCTUTYT




AOKYMEHTOBEEHUS U apxXuBHoro gena"”

(BHAWOAL)

NPUKA3

MockBa




PucyHok B.6 - O6bpasey 6raHka KOHKpeTHOro Buga
AOKYMEeHTa opraHu3aumm

Pocapxwus

depnepanbHoe GlOoKETHOE yypexaeHue
"Bcepoccnmnckmin HayvyHo-nceneaoBaTenbCkUm NHCTUTYT
AOKYMEHTOBEAEHNS U apXMBHOro gena"

(BHUNDOAL)




SAMECTUTENDb ONPEKTOPA

PACIMOPAXXEHNE

MockBa




PucyHok B.7 - Obpasey 6rnaHka KOHKpeTHOro Buga
AOKYMEHTa JOJMKHOCTHOrO nuua

Pocapxwus

depnepanbHoe GlOoKETHOE yypexaeHue
"Bcepoccnmnckmin HayvyHo-nceneaoBaTenbCkUm NHCTUTYT
AOKYMEHTOBEAEHNS U apXMBHOro gena"

(BHUNDOAL)




MpodcotosHas yn., 4. 82, Mockea, 117393
Ten./dakc: (495) 718-78-74; e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKINO 02842708; OI'PH 1027700380795; WHH/KII
7708033140/771001001

Rosarchiv
The Federal Budget Institution
"The All-Russian Scientific and Research Institute
for Archives and Records Management"
(VNIIDAD)




Profsoyuznaya ul., 82, Moscow, 117393
Tel./Fax: (495) 718-78-74; e-mail:mail@vniidad.ru;
http://www.vniidad.ru
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PucyHok B.8 - O6pasen npogonbHoro 6naHka nuceMa
opraHm3aLmmn Ha OByX A3blkax

Pocapxwus Rosarchiv

depepanbHoe BogxeTHOE The Federal Budget Institution
yupexaeHue "Bcepoccuimckmi "The All-Russian Scientific and




Hay4YHO-MccnegoBaTenbCKUMn
WHCTUTYT LOKYMEHTOBEAEHNA N
apxuBHoro gena"

(BHAVOAL)

MpodcotosHas yn., a. 82, Mocksa,
117393
Ten./dakc: (495) 718-78-74;
e-mail: mail@vniidad.ru;
http://www.vniidad.ru
OKIMO 02842708; OIrPH
1027700380795;
NHH/KIM
7708033140/771001001

Research Institute for Archives
and Records Management"
(VNIIDAD)
Profsoyuznaya ul., 82, Moscow,
117393
Tel./Fax: (495) 718-78-74;
e-mail:mail@vniidad.ru;
http://www.vniidad.ru
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PucyHok B.9 - O6bpasey yrnosoro 6naHka nucema
opraHusaumun Ha OByX A3blKax
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